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CERTIFICATE OF COMPLETION 
 

Wisconsin Community Development Block Grant A. NAME OF GRANTEE 
 

 B. COMMERCE CONTRACT # 
 

 C. BUSINESS NAME 
 

 
D.  FINAL STATEMENT OF COST AND COMPUTATION OF GRANT BALANCE 
 

Program Activity By 
Budget Item  

(1) 

Contract  
CDBG  
Budget  

(2) 

 
 

Funds Drawn  
(3) 

 
Paid CDBG  

Costs  
(4) 

 
Funds To Be 

Canceled  
(5) 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

For Commerce Use Only 
 
 

    

 
E.  CERTIFICATION OF GRANTEE 

It is hereby certified that all activities undertaken by the grantee with funds provided under the contract 
identified in B above have, to the best of my knowledge, been carried out in accordance with the 
contract; and that the amounts set forth in this instrument are, to the best of my knowledge, true and 
correct as of this date. 

Date 
 
 
 

 

Typed Name and Title of Grantee’s 
Chief Elected Official 

 
 
 

Signature of Grantee’s 
Chief Elected Official 

 

 
 

F.  CERTIFICATION OF COMMERCE 
Date 

 
 
 
 
 

Typed Name and Title of Commerce 
Authorized Official 

 
 

Signature of Commerce Authorized 
Official 
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ATTACHMENT 9-C 
FAIR HOUSING REPORT 

 
Grantees are contractually obligated to initiate Affirmative Fair Housing within six (6) months after the 
CDBG contract is signed, in accordance with the CDBG contract “Timetable.” 
 
Instructions: 
 

1. Enter the name of the grantee and the CDBG contract number. 
 

2. Describe the Fair Housing Action(s) taken, in detail, on the Fair Housing Report, see 
Potential Fair Housing Actions on the following page. 

 
SAMPLE – FAIR HOUSING REPORT 

 
A. NAME OF GRANTEE 

Village of Yourville 
B. COMMERCE CONTRACT # 

      FY00-0000 
 

FAIR HOUSING REPORT 
Report Affirmative Fair Housing Actions taken. 
 
Fair housing posters have been displayed at all municipal offices, as well as the public library and 
community center.  Fair housing information has been made available in the same locations. 
 
 
 

FAIR HOUSING REPORT 
 
A. NAME OF GRANTEE 

 
B. COMMERCE CONTRACT # 

 
 

FAIR HOUSING REPORT 
CDBG recipients are required to initiate Affirmative Fair Housing Actions in accordance with the CDBG 
Contract Timetable. 
 
Report Affirmative Fair Housing Actions taken. 
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POTENTIAL FAIR HOUSING ACTIONS 
 

Fair housing actions may include, but are not limited to the following: 
 
1. Enact, strengthen, or advertise a local fair housing law; 
 
2. Make area-wide zoning revisions to facilitate the dispersal of multi-family housing outside of 

minority-concentrated areas: 
 
3. Initiate or fund any studies examining current housing opportunities for minority persons, 

handicapped persons, or families with children, and have these studies form the basis of an 
affirmative action program providing greater housing opportunities for minorities, handicapped 
persons, or families with children; 

 
4. Send letters from the chief executive officer or chief elected official of the local government to those 

in the business of selling, renting, or financing housing, encouraging them to adhere fully to the fair 
housing law; 

 
5. Have the local governing body or chief elected official publicly endorse the principle of fair housing 

and the adherence to the fair housing law in the form of a proclamation, resolution, or similar 
publicized statement of importance; 

 
6. Improve community facilities and public services in racially integrated neighborhoods to help 

preserve their mixed character; 
 
7. Display a fair housing poster or provide fair housing information at an appropriate public place; 
 
8. Initiate a public education program on fair housing involving, for example, representatives of fair 

housing groups, human relations’ bodies, minority organizations, the real estate industry, and 
government, through the local media.  This could include talks on the community’s housing 
opportunities; 

 
9. Fund a fair housing organization (such as a local housing authority) to conduct studies and/or to 

aggressively investigate rental and/or realtor practices; 
 
10. Suggest the use of affirmative marketing and advertising practices by private developers as a 

condition for obtaining local licenses and permits; and 
 
11. Enlist the participation of local associations (realtors, real estate brokers, home builders, and 

mortgage lenders) in approved voluntary programs to promote affirmative fair housing marketing 
and to review mortgage credit and underwriting criteria that may have an adverse impact on 
minorities, women, handicapped persons, and families with children. 
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ATTACHMENT 9-D 
MBE/WBE REPORT 

 
Instructions: 
 

1. Enter the name of the grantee and the CDBG contract number. 
 

2. Indicate whether any Minority Business Enterprises (“MBEs”) or Women’s Business 
Enterprises (“WBEs”) have been contracted or subcontracted, in excess of $25,000, for the 
project.  If yes, provide the requested information. 

 
SAMPLE – MBE/WBE REPORT 

 
A. NAME OF GRANTEE 

Village of Yourville 
B. CONTRACT # 

     FY00-0000 
 

MINORITY BUSINESS ENTERPRISE/WOMAN BUSINESS ENTERPRISE 
Have any MBE’s or WBE’s been contracted or subcontracted for the project? 

YES    [X] NO    [    ] 
Provide the following information for any MBE’s or WBE’s contracted or subcontracted. 
Name: Jane Doe Engineering Associates Award Amount: $79,680.00 
Address: 100 Your Street 

Yourtown, WI  55555 
Type of Contract:  
Type of Work:: 

Prime 

Engineering and Administration FEIN: 123-45-6789 
 

 
Name: 

  
Award Amount: 

 

Address:  Type of Contract:  
 
FEIN: 
 

 Type of Work: 
 

 

 
Name 

  
Award Amount: 

 

Address:  Type of Contract:  
 
FEIN: 
 

 Type of Work:  
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MBE/WBE REPORT 
 

A. NAME OF GRANTEE 
 

B. CONTRACT # 
 

 
MINORITY BUSINESS ENTERPRISE/WOMAN BUSINESS ENTERPRISE 

Have any MBE’s or WBE’s been contracted or subcontracted for the project? 
YES    [    ] NO    [    ] 

Provide the following information for any MBE’s or WBE’s contracted or subcontracted. 
Name:  Award Amount:  
Address:  

 
Type of Contract:  
Type of Work: 

 

 FEIN:  
 

 
Name: 

  
Award Amount: 

 

Address:  Type of Contract:  
 
FEIN: 
 

 Type of Work: 
 

 

 
Name 

  
Award Amount: 

 

Address:  Type of Contract:  
 
FEIN: 
 

 Type of Work:  
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ATTACHMENT 9-E:  SECTION 3 COMPLIANCE REPORT 
 

NAME OF GRANTEE 
 
CONTRACT # 
 
 
New Employment Opportunities: 
If your CDBG award exceeded $200,000, list the new jobs that were created and filled by low- and 
moderate-income (LMI) persons as a result of CDBG activity.  List only full-time (40 hours per week) 
jobs.  Jobs can be permanent, seasonal, or temporary, but not part time. 
 

 
Trade 

Number of 
New LMI 

Hires 

LMI Hours 
Worked 

(estimate) 

Total Hours 
Worked by all 

Employees 
(estimate) 

Percentage of 
Hours LMI Were 

Employed 
(LMI/Total) 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
New Contracting Opportunities: 
If your CDBG award exceeded $200,000 and the project contracts and subcontracts exceeded 
$100,000, list those contracts that went to section 3 business concerns.  A section 3 concern is a 
contractor that: 1) is 51 percent owned by LMI persons,  2) at least 30 percent of the full-time 
employees are, or were, LMI within the last three (3) years or, commits at least 25 percent of its 
subcontracts to parties defined in 1) or 2). 
 

Name of Section 3 Contractor Evidence of Being a 
Section 3 Business 
Concern? (yes/no) 

Value of 
Section 3 
Contract $ 

 
 

  

 
 

  

 
 

  

 
 

  

Total value of all (LMI + non-LMI) contracts exceeding $100,000 = $____________________________ 
Dollar percentage of contracts exceeding $100,000 awarded to Sec 3 business concerns. 
 
(Sec 3 Contracts/Total Contracts) = __________% 
 
Outreach Effort: 
On a separate page, describe any other efforts your community made to direct the benefits of CDBG to 
LMI constituents.  Examples include identifying potential LMI employees or contractors and supplying 
them with the information necessary to participate.  Citizen Participation Plans may address this goal. 
 



10-1 

CHAPTER 10:  AUDIT REQUIREMENTS 
 

COMMERCE AUDITOR:  CLETE HOUDEK  PHONE:  (608) 266-8381 
FAX:  (608) 264-6151  E-MAIL:  clete.houdek@wisconsin.gov 

 
 

I. DOCUMENTS ESTABLISHING REQUIREMENTS 
 

Office of Management and Budget (OMB) Circular A-133, “Audits of States, Local Governments 
and Non-Profit Organizations” (the Circular) establishes uniform audit requirements for non-
Federal entities, including state or local governments, that administer Federal awards and 
implements The Single Audit Amendments of 1996 (the Act), which were signed into law July 5, 
1996.  The Act requires non-Federal entities that expend a total amount of Federal awards, 
whether received directly from Federal awarding agencies or indirectly from pass-though 
entities, equal to or in excess of $500,000 in any fiscal year to have either a signal audit or a 
program-specific audit available form the OMB internet web site at 
http://www.whitehouse.gov/omb/circulars/a133_compliance/ptl.html or from the Government 
Printing Office at the following address: 
 
 Government Printing Officer 
 Superintendent of Documents 
 Washington, D.C.  20402-9325 
 
The State Single Audit Guidelines (Guidelines) issued by the Wisconsin Department of 
Administration (DOA) establishes standardized procedures and guidelines for the 
implementation of single audit requirements for Non-Federal entities.  The Guidelines require 
Non-Federal entities subject to the requirements of the Act to include selected state financial 
assistance programs in the scope of the single audit.  These programs, and related compliance 
supplements, are identified in appendixes to the Guidelines.  The State Single Audit Guidelines 
may be purchased from DOA at the following address.  Call 608/266-3358 for the current price. 
 
 DOA-Document Sales 
 202 South Thornton Avenue 
 P.O. Box 7840 
 Madison, WI  53707-7840 

 
II. DETERMINING THE ENTITY(IES) TO BE AUDITED 
 

The Non-Federal entity, government unit, to whom a grant is awarded and with whom 
Commerce contracts may be subject to an audit in accordance with the Circular (see III.  
Determining the Type of Audit Required).  This government unit is responsible for submission of 
its single audit reporting package to Commerce as described more fully below, whether or not 
the entity has sub-granted the award to another governmental unit. 
 
In addition to the above, if the governmental unit to whom a grant is awarded and with whom 
Commerce contracts passes some or all of the funds through to another general purpose unit of 
government or a special purpose of unit government, a sanitary district for example, that unit of 
government may also be subject to a single audit in accordance with the Circular (see III.  
Determining the Type of Audit Required).  To determine whether the second general purpose 
unit of government or special purpose unit of government, the sub-grantee/sub-receipt must 
conduct an audit of its own or it may be included in the audit of Commerce’s grantee.  Review 
Governmental Accounting Standards Board (GASB) Statement No. 14, “The Financial 
Reporting Entity” or consult your independent CPS. 
 
 

mailto:clete.houdek@wisconsin.gov
http://www.whitehouse.gov/omb/circulars/a133_compliance/ptl.html


10-2 

III. DETERMINING THE TYPE OF AUDIT REQUIRED 
 

Non-Federal entities that expend a total amount of Federal awards equal to or in excess of 
$500,000 in any one fiscal year under more than one Federal program must undergo a single 
audit that covers the operations of the entire local government, or at the option of the local 
government, the audit may include a series of audits that cover departments, agencies, and 
other organizational units which expended or otherwise administered Federal awards.  Non-
Federal entities that expend equal to or in excess $500,000 less than one Federal program only 
in any fiscal year may elect to have a program-specific audit conducted in accordance with the 
Circular. 
 
Non-Federal entities that expend a total amount of Federal awards of less than $500,000 in any 
fiscal year are exempt, for such fiscal year, from compliance with the audit requirements of the 
Circular.  The exemption does not, however, relieve a Non-Federal entity from compliance with 
any provision of a Federal statute or regulation that requires the entity to maintain records 
concerning Federal awards, or permits a Federal agency, pass-through entity, or the 
Comptroller General access to such records. 

 
IV. AUDITEE RESPONSIBILITIES 
 

OMB Circular A-133 clearly identifies the responsibilities of the auditee, the local government, 
with respect to Federal awards.  The auditee is required to: 
 
A. Identify in its accounts Federal awards received and expended.  The identification 

should include the Catalog of Federal Domestic Assistance (CFDA) title and number, 
name of the Federal agency, and name of the pass-through entity.  The CFDA for the 
CDBG State’s Program passed-through Commerce is 14.228, and the Federal agency in 
the U.S. Department of Housing and Urban Development.  Each similar source or cluster 
should be subtotaled. 

 
B. Maintain internal control over Federal programs.  To gain an understanding of the 

concepts of establishing effective internal control structure policies and procedures, 
consult your independent auditor or refer to the appendix of the AICPA Audit and 
Accounting Guide, Audits of State and Local Governmental Units. 

 
C. Comply with laws, regulations, and the provisions of contracts or grant agreements 

related to each of its Federal programs.  These requirements may be found in the award 
agreement, this handbook, and OMB Circular A-133 Compliance Supplement 
(Compliance Supplement).  A copy of the Compliance Supplement is available from the 
OMB internet web site at the Government Printing Office or 
http://www.whitehouse.gov/omb/circulars/a133_compliance/00toc.html 

 
D. Prepare appropriate financial statements, including the schedule of expenditures of 

Federal awards. 
 

E. Arrange for and ensure that audits required by the Circular are properly performed.  (See 
Attachment 10-A:  Choosing an External Auditor.) 

 
When procuring professional services you must follow Chapter 66 Wisconsin Statutes 
regarding procurement.  In addition, you must comply with OMB Circular A-102 because 
you are using federal funds to pay for the services. 
 
In procuring audit services, the auditee must follow the Circular’s procurement 
procedures, which accommodate Chapter 66 Wisconsin Statutes and comply with    
OMB Circular A-102.  Requests for proposals should clearly state the objective and 
scope of the audit.  Factors to consider in evaluating proposals include: 

http://www.whitehouse.gov/omb/circulars/a133_compliance/00toc.html
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1. Responsiveness to the Request for Proposals (RFP); 
2. Relevant experience in the performance of Single Audits; 
3. Availability of staff with professional qualifications and technical abilities; 
4. The result of external peer review; 
5. Price. 

 
F. Follow up and take corrective action on audit findings, including preparation of a 

summary schedule of prior audit and a corrective action plan. 
 

G. Execute the Data Collection Form and submit it, together with the audit reporting 
package, when due.  Audits must be completed and submitted within 30 days after the 
issuance of the auditor’s reports to the auditee, but no later than nine months after the 
end of the audit period. 

 
V. SINGLE AUDIT REPORTING PACKAGE 
 

The required elements of a single audit reporting package are as follows: 
 
A. Financial statements of the non-Federal entity, notes to the financial statements and 

auditor’s opinion; 
 

B. Schedule of expenditures of Federal and, if applicable, state awards, notes to the 
schedule, and auditor’s opinion; 

 
C. Report on the internal control structure related to the financial statements and major 

programs; 
 

D. Report on compliance with laws, regulations, and provisions of contracts or grant 
agreements, noncompliance with which could have a material effect on the financial 
statements; 

 
E. Schedule of findings and questioned costs using a reference numbering system to 

facilitate audit follow-up.  One option is to use an identifying prefix of the last two digits of 
the year under audit, then the sequence number of issues listed; 

 
F. Summary schedule of prior audit findings.  The auditee may prepare a summary 

schedule that indicates that there were no reportable prior year findings; and 
 

G. Corrective action plan for all audit findings and recommendations or an explanation as to 
why an action plan was not necessary. 

 
VI. PROGRAM-SPECIFIC AUDIT REPORTS 
 

The required elements of a program-specific audit, for eligible non-Federal entities, are 
dependent on whether a program-specific audit guide is available from the Office of the 
Inspector General of the Federal agency.  If a program-specific audit guide is available, the 
auditor must follow the guide and Generally Accepted Government Auditing Standards.  In the 
absence of a program-specific audit guide, the following is required: 
 
A. Financial statements of the Federal program, notes to the financial statements and 

auditor’s opinion; 
 

B. Report on internal control related to the Federal programs; 
 

C. Report on compliance with laws, regulations and provisions of contracts or grant 
agreements; 
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D. Schedule of findings and questioned costs for the Federal program that includes a 

summary of the auditor’s results and findings and questioned costs; 
 

E. Summary schedule of prior audit findings; and 
 

F. Corrective action plan for all audit findings or explanation as to why one was not 
necessary. 

 
VII. SUBMISSION TO CLEARINGHOUSE 
 

All auditees must submit to the Federal clearinghouse the data collection form and one copy of 
the reporting package described above for: 
 
A. The Federal clearinghouse to retain as an archival copy; and 

 
B. Each Federal awarding agency when the schedule of findings and questioned costs or 

the summary schedule of prior audit findings reported the status of any audit findings 
related to the program administered by the same. 

 
The address of the Federal clearinghouse is as follows: 
 
 Federal Audit Clearinghouse 
 Bureau of the Census 
 1201 E. 10th Street 
 Building 66, Room 210 
 Jeffersonville, IN  47132 

 
VIII. SUBMISSION TO PASS-THROUGH ENTITIES 
 

Subrecipients must submit to each pass-through entity one copy of the reporting package when 
the schedule of findings and questioned costs or the summary schedule of prior audit findings 
reported the status of any audit findings related to the program administered by the same.  This 
submission is in addition to the clearinghouse submission. 
 
When there are no audit findings that relate to a Federal award provided by a pass-through 
entity, the subrecipients are required only to inform the entity that an audit was conducted in 
accordance with Circular A-133 and no audit findings relative to the Federal award were 
reported.  However, a pass-through entity may request to receive the complete reporting 
package. 
 
As permitted by the Circular, Commerce will require its subrecipients to submit a complete 
reporting package together with a copy of any management letter issued by the auditor.  If 
Commerce is not the state cognizant agency for a subrecipient, it may require less than the 
entire reporting package be submitted.  Commerce will notify local government subrecipients of 
the required submissions by the end of March following the calendar year under audit.  
Submissions to Commerce should be addressed as follows: 
 
  Auditor 
  Bureau of Fiscal Services 
  Wisconsin Department of Commerce 
  P.O. Box 7970 
  Madison, WI  53707 
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IX. REPORT RETENTION REQUIREMENTS 
 

One copy of the data collection form and one copy of the complete reporting package must be 
kept on file for four (4) years from the date of submission to the Federal clearinghouse. 

 
X. AUDIT COSTS 
 

The costs of audits made in accordance with the provisions of OMB Circular A-133 are 
allowable charges to the CDBG program unless the non-Federal entity expended less than 
$500,000 of Federal awards and is, therefore, exempted by the Act from having an audit 
conducted.  In accordance with OMB Circular A-87, “Cost Principles for State and Local 
Governments,” the percentage of costs charges to the CDBG program for a single audit shall 
not exceed the percentage derived by dividing Federal funds expended by total funds expended 
by the recipient or sub-recipient (including program matching funds) during the fiscal year. 

 
XI. QUALITY CONTROL REVIEWS 
 

The Guidelines require state cognizant agencies to conduct quality control reviews (QCRs) of 
the work of independent auditors performing single audits to ascertain they have adhered to 
required auditing standards and guidelines, and the scope of the audit was sufficient to provide 
a reasonable chance of detecting material errors, deficiencies, or irregularities, if any.  Annually, 
a minimum number of single audits are randomly selected by Commerce for quality control 
review.  Commerce may also judgmentally select audits for quality control review based on the 
results of a desk review. 
 
The chief elected official of a non-Federal entity selected for QCR will be asked to authorize its 
independent auditor to allow the Commerce Auditor to review audit work papers supporting the 
audit.  Written results of the review are provided to the non-Federal entity, independent auditor, 
and DOA within two (2) weeks of completion of the QCR.  The non-Federal entity is expected to 
work with its independent auditor to correct deficiencies, if any, noted during the QCR. 
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ATTACHMENT 10-A:  CHOOSING AN EXTERNAL AUDITOR 
 

Condensed from the Mid-America Audit Forum Guide  
http://www.dhfs.state.wi.us/grants/Resources/midam_exauditor.htm 

 
 

Introduction 
 
Selecting a qualified auditor can be a very subjective process involving several factors.  Government 
Auditing Standards issued by the General Accounting Office (GAO), noted that a sound procurement 
practice when contracting for audit services should, in addition to price, consider other factors including: 
 

1) responsiveness of the bidder to the request for proposal; 
2) past governmental experience of the bidder; 
3) availability of bidder staff with professional qualifications, specialized training and 

technical abilities in governmental auditing; and 
4) results of the bidder’s external quality control reviews. 

 
An American Institute of Certified Public Accountants (AICPA) task force report discusses the 
importance of an auditor’s experience and degree of specialization.  The report noted that an auditor 
who spent less than 25 percent of their time on federal award audits was three times more likely to 
obtain a substandard assessment of audit quality as a result of external peer review. 
 
To comply with OMB Circular A-133, which governs audits of expenditures of federal funds, a 
government entity must consider audit quality factors in addition to the price of the audit when choosing 
an external auditor. 
 
Public entities should select auditors only after considering five basic steps for an effective audit 
procurement process, as follows: 
 
 Step 1:   Planning (determining what needs to be done and when); 
 

Step 2:   Communicating Audit Requirements and Soliciting Proposals (writing a clear and direct 
solicitation document and disseminating it widely); 

 
Step 3:   Selecting a Qualified Auditor (authorizing a committee of knowledgeable persons to 

evaluate the ability of prospective auditors to effectively carry out the audit); 
 

Step 4:   Written Agreement:  Documenting Expectations (documenting the expectations of both 
the entity and the auditor); and 

 
Step 5:  Monitoring the Audit:  Ensuring a Quality Audit (periodically reviewing the progress of 

that performance). 
 
Step 1:  Planning 
 
Planning to procure a quality audit requires time and attention.  But the resources an entity spends on 
planning are likely to be rewarded by a smoother, timelier, higher quality and often, less expensive 
audit. 
 
Matters to Consider 
 

• Defining the entity to be audited. 
• Delineating the scope of the financial audit. 
• Determining the specific audit requirements. 
• Deciding on the appropriate auditing standards. 

http://www.dhfs.state.wi.us/grants/Resources/midam_exauditor.htm
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• Identifying the attributes necessary in an auditor. 
• Deciding how to evaluate prospective auditors. 
• Reviewing legal requirements. 
• Establishing a work schedule. 

 
Step 2:  Communicating Audit Requirements and Soliciting Proposals 
 
Full and open competition is basic to government procurement.  Encouraging as many qualified 
auditors as possible to submit proposals for auditing your organization increases the likelihood that you 
will receive a quality audit at a fair price.  You must clearly communicate your audit needs to potential 
proposers.  This is critical, because auditors who do not clearly understand exactly what services you 
want, might not respond, or they may base their response on invalid requirements. 
 
There are many ways to solicit bids for your audit, but the most reliable method-and the one we 
suggest-is a written request for proposal, or RFP, RFPs should be clearly written; set forth all terms, 
conditions, and evaluation criteria as well as the scope of the work required; and be sufficiently well 
distributed and publicized to encourage full and open competition. 
 
What to Include in Your RFP 
 
The prime consideration in preparing your RFP is that it contains enough information to provide 
auditors with a common basis by which to prepare proposals that address all your audit needs.  It is 
also important, however, that you consult with your purchasing office and/or legal counsel to ensure 
that your RFP conforms with the laws, regulations, and grant terms applicable to your organization. 
 
‘Audit fees’ typically accounted for 25-30 percent of the evaluation ranking, while the auditors’ 
qualifications, including the articulation of their ability to perform the audit, accounted for 70-75 percent 
of the evaluation ranking. 
 
At a minimum, your RFP should contain the following: 
 

• the name and address of your organization; 
• the entity to be audited, scope of services to be provided, and specific reports, etc., to be 

delivered; 
• the period to be audited (with explanation if the RFP calls for a multi-year procurement); 
• the name and telephone number of a contact person at your organization; 
• the format in which you want proposals to be prepared; 
• the address to which proposals should be delivered or sent; 
• the date and time proposals are due; 
• the number of proposal copies to be submitted; 
• the criteria to be used in evaluating the bid and their relative importance to each other; 
• the method and timing of payment; 
• any other important points, including the consequences if due dates are missed or work; and 
• does not meet audit standards. 

 
Your chances of receiving high quality proposals will be enhanced if you: 
 

• explain the work that your organization performs; 
• explain what is to be audited, e.g., general-purpose financial statements, specific funds, or 

both; 
• describe in some detail your organization’s accounting system, administrative controls, 

records, and procedures; and the RFP should identify the availability of proposer access to 
staff and records upon request; 

• identify the appropriate auditing standards; 
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• inform prospective proposers if data from prior years (audit reports, management letters, 
etc.) will be available, whether major audit findings remain open from prior years, and 
whether any audits of subrecipients are required; 

• notify prospective proposers of requirements for work paper retention and making the work 
papers available to the entity as well as governmental auditors if they request them; 

• describe expected audit products, the required format of the audit report, and the format of 
any required progress reports; 

• explain any assistance that your organization will offer, such as staff support to assist the 
auditor (which could materially reduce your audit costs); and 

• outline the expected schedule of work (completing fieldwork, issuing reports, etc). 
 
Finally, a well-prepared RFP will elicit certain information from prospective auditors.  For example, it will 
ask prospective auditors to state: 
 

• how they would conduct the audit and, if it were a multi-year contract, how they would 
approach the work efforts of the subsequent year(s); 

• their qualifications, those of their local office, if applicable, and those of the proposed audit 
staff, including their prior government auditing experience; 

• whether they meet appropriate State licensing requirements in the State where the audit will 
be performed; 

• their policies on notification of changes in key personnel; 
• whether the proposed staff have received continuing professional education in governmental 

accounting and auditing during the last two (2) years; 
• whether they are independent, as defined by applicable auditing standards; 
• that they have not been suspended or debarred from performing government audits, or from 

other government activity; 
• whether they have received a positive peer review within the last three (3) years; 
• whether they have been the object of any disciplinary action during the past three (3) years; 
• whether they contract with small businesses, minority-owned firms, women's business 

enterprises to assist in performing audit work. 
• their audit fees. 

 
Step 3:  Selecting a Qualified Auditor 
 
Once the due date for proposals has passed, you can begin evaluating the proposers' qualifications.  
The technical evaluation is important for two reasons: 
 

• It provides a systematic framework for selecting an auditor on the basis of the entity's 
established RFP criteria, and 

• It documents that the auditor was selected fairly. 
 
Comparing your entity's requirements with the auditor's plans, skills, experience, commitment, and 
understanding of the audit requirements before reviewing their price proposals will help you select the 
auditor that can provide the best audit at the fairest price. 
 
Evaluate Qualifications Separately From Price 
 
We suggest separate evaluations of 1) office qualifications, 2) staff qualifications, and 3) audit fees.  
The office and staff qualifications address the auditor's technical ability to perform the audit.  Although 
the price for the work to be performed is a factor in the selection of a qualified auditor, you will be more 
likely to get a high quality audit at a fair price if both price and technical ability are taken into account in 
selecting the successful proposer. 
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Screen Bidders For Minimum Standards 
 
As a first step, you should require all proposers to meet certain minimum standards before evaluating 
either the technical qualifications or the price proposals.  By doing so, you can spare your entity the 
needless and time-consuming technical evaluation of prospective auditors that do not meet your 
requirements.  The laws governing your entity, its general internal policies, and its policies regarding 
specific audit engagements can determine these minimum standards.  However you delineate them, 
your minimum standards should include those prospective auditors: 
 

• meet state licensing requirements or other legal requirements enabling them to perform the 
audit; 

• meet the applicable independence standard; 
• meet appropriate qualifications as an audit team; 
• have a record of responsible work, and comply with applicable requirements for peer review 

and continuing professional education. 
 
Step 4:  Writing the Agreement:  Documenting Expectations 
 
What to Include in a Written Agreement 
 
When an RFP has been used, the written agreement should incorporate by reference, the terms of the 
RFP and those of the successful proposer's last proposal.  The agreement should be signed by the 
entity and the auditors and should clearly specify the: 
 

• audit scope, objective, and purpose; 
• deadlines for work to be performed; 
• audit costs; 
• report format; 
• type and timing of support to be provided to the auditor by the entity; and 
• professional auditing standards to be followed in performing the audit. 

 
Furthermore, the agreement should make the following points about the auditor/entity relationship, 
changes in the kind or amount of work required, and access to and ownership of audit products. 
 

• The relationship of the auditor to the entity is that of an independent contractor. 
• At any time, the entity may, by written notice, make changes in or additions to work or 

services within the general scope of the agreement.  If such changes are made, an 
equitable adjustment will be made in the cost of the audit using the rates specified in the 
agreement. 

• If the auditor believes that a change in or addition to work is beyond the general scope of 
the agreement, it must notify the entity in writing within a specified time and before 
beginning that work.  The agreement should indicate where the final administrative authority 
rests in deciding disputes. 

• The work papers prepared by the auditor during the audit are its own property.  These 
documents should be retained for a period to be designated in this agreement.  Copies of 
these work papers (if requested) are to be made available to the entity and governmental 
auditors or regulators. 

 
All reports rendered to the entity by the auditor are the exclusive property of the entity and subject to its 
use and control, according to applicable laws and regulations. 
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Step 5:  Monitoring the Audit:  Ensuring a Quality Audit 
 
Monitoring the progress of the audit is the most effective way to ensure that your organization receives 
both the type and quality of audit services specified in the written agreement.  Key elements that you 
may wish to consider to ensure proper monitoring include: 
 

• While auditors are responsible for ensuring the quality of the audit, monitoring work 
performed as a quality assurance measure is critical. 

• Monitoring can be accomplished by requiring periodic progress reports, as well as by 
holding regular meetings to discuss issues that need to be resolved.  Furthermore, meeting 
after the completion of the audit to discuss the draft report can help ensure a clear 
understanding of the report and its findings. 
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CHAPTER 11:  PUBLIC FACILITIES FOR ECONOMIC DEVELOPMENT (PFED) PROGRAM 
 

(Contact your Project Representative for questions regarding this Chapter) 
 

I. INTRODUCTION 
 

A Public Facilities for Economic Development (PFED) project has several specific requirements 
in addition to those required of all CDBG grantees.  Because it is not possible to anticipate all 
project variations, you should contact your program representative concerning issues that are 
unique to a project or a specific contract. 

 
II. IMPLEMENTATION SEQUENCE 
 

Implementation of a project will roughly follow this sequence.  The items in bold below are steps 
in addition to those for Public Facilities (PF) projects. 
 
• Perform environmental review and clearance (may be done prior to award if time is critical).  

See Chapter 3:  Environmental Review. 
 

• Set up project administration, identify applicable compliance requirements.  See Chapter 1:  
Records, Filing, and Monitoring; Chapter 5:  Equal Employment Opportunity, Fair Housing; 
and Chapter 2:  Procurement. 

 
• Establish base-line employment level using the date of the award letter from 

Commerce. 
 

• Obtain a Davis Bacon Wage Rate.  See Chapter 6:  Labor Standards.  If you request wage 
decision(s) prior to the submittal of your application:  This decision(s) applies only to 
the activities and uses of funds described above at the time of the request.  It is for 
planning and cost projection purposes only.  The decision(s) issued with this review is 
subject to change by the Federal Government between now and the time bids are let and 
contract signed.  Other variables that may affect the decision(s) used includes, but not 
limited to, modifications to the proposed budget, changes in the budget line items, and 
sources and the uses of matching funds.  Changes and/or additions in the proposed or final 
activities and/or uses of funds will require additional review to determine Davis-Bacon 
applicability to those changes and/or additions.  The applicant/grantee assumes the risk 
of using the attached wage decision in advance of finalizing the contracts and budget 
line items.  The applicant/grantee must check with the department ten (10) days prior 
to bid opening to see if the decision(s) has been modified or superceded. 

 
• Execute Commerce contract. 

 
• Draft and execute the Development Agreement.  See Attachment 11-B, Development 

Agreement.  Mail a copy to your project representative at Commerce. 
 

• Establish financial management system, including drawdown procedures.  See Chapter 7: 
Financial Management. 

 
• Develop documentation requirements and procedures for recipient business. 

 
• Let and execute project contracts, purchases, etc.  See Chapter 6: Labor Standards. 

 
• Begin hiring process - determination of LMI status may be achieved through working 

with the local job agency and/or using the attached Employee Income Certification 
Form.   See Attachment 11-A, Employee Income Certification Form. 
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• Monitor expenditures, employment, and regulatory compliance. 
 

• Close and audit project.  See Chapter 9: Program Closeout, and Chapter 10: Audit 
Requirements. 

 
Some of these activities may take place concurrently.  Some activities must be complete before 
others begin.  For example, the project itself cannot begin prior to receipt of the environmental 
clearance, and should not begin prior to the execution of the loan or Development Agreement, 
the Commerce contract, and the financing documents. 

 
III. GRANT CONTRACT 
 

A Contract between Commerce and you, as grantee, as well as a Development Agreement 
between you and the business, should be executed within 90 days of the date of the 
Commerce Award letter.  Although the terms of the PFED financing are established at this point, 
clarifications and scheduling issues may require further attention. 
 
At the same time, you should prepare the Development Agreement.  Your legal counsel should 
draft or be involved in the preparation of the agreement.  This document should include the 
terms, conditions, and penalties specified in the contract between the municipality and 
Commerce.  It should also describe the project, the employment objectives, a timetable, 
applicable federal regulations, record keeping requirements, and other pertinent legal 
provisions.  Commerce will review these documents for consistency with one another as well as 
with the award letters and the application.  Copies of all these executed documents should be 
attached to your PFED contract.  Copies should also be sent to Commerce. 

 
IV. DEVELOPMENT AGREEMENT 
 

The grantee and the business must complete and submit to Commerce for approval of a 
Development Agreement (see Attachment 11-B, Development Agreement).  The 
Development Agreement should transfer responsibility for certain CDBG requirements to the 
business.  Much of the Development Agreement can be copied directly from the contract 
between the municipality and Commerce.  Municipalities can choose to include other provisions 
they require of the businesses that are not related to the CDBG grant.  This is an acceptable 
use of the Development Agreement.  This agreement should address issues of job creation, LMI 
benefits, public improvements, and amount and type of private investment.  More specifically, 
the agreement should spell out any penalties the business would be responsible for if the 
business fails to create the jobs that it pledges to create.  Furthermore, the municipality should 
require in the Development Agreement that the business provide reasonable access to its 
records.  This provision is necessary to monitor the business for job creation, percent of LMI 
hires, and private business match. 

 
V. PERFORMANCE MONITORING 
 

You are responsible for monitoring and documenting the recipient business' compliance with the 
federal and state regulations previously noted.  You are also responsible for monitoring and 
documenting the business' performance of contractual obligations.  These will include the 
expenditure of private match as required by contract and documentation; the recruitment and 
hiring of new employees; the retention of existing employees (in some projects); and 
subsequently, the maintenance of these positions/employees for the period set by the contract. 
 
Private Match - The business must expend at least as many funds as is required by the 
contract. 
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Employment - The LMI status of persons hired or retained in projects must be documented.  At 
least 51 percent of those persons must be LMI persons at the time PFED assistance is 
provided.  Existing businesses must provide you with copy of their payroll records at the time of 
the grant award to establish an employment baseline from which job retention, future job 
creation, and the maintenance of employment may be documented.  Employees should be 
identified by name or number, including Social Security numbers, but names and Social 
Security numbers should never be linked in a public document.  In order to enable the grantee 
to document the attainment of employment goals, to fulfill the equal opportunity requirements, 
and to complete properly the semiannual reports and closeout report, the following information 
about employees is needed: 
 
• Employee identification (by name or number) 
• Job title 
• Date hired and LMI status at that time or at the start of the retention project 
• Number of hours per week 
• Racial/ethnic status 
• Age 
• Handicapped status 
• Sex of head of household 
• Termination date, if any, and when replacement was hired 

 
Use Attachment 11-A, Employee Income Certification Form, to document these items. 
 
From time to time, you should interview employees.  This allows an independent verification of 
the business' employment performance. 
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         ATTACHMENT 11-A:  EMPLOYEE INCOME CERTIFICATION FORM 
 

The Wisconsin Department of Commerce (Commerce) has provided United States Department of 
 
Housing and Urban Development (HUD) funds to __________ (Grantee) for the purpose of assisting 
 
_________________(Business).  As a HUD condition of receiving this assistance, 
 
________________________(Business), must certify to ___________(Grantee) and Commerce, the 
 
previous 12 months household income for each of the new employees hired.  To assist the business 
in meeting this requirement, provide the information requested below. 
 
Enter the most recent LMI limits per household size as listed for your county.  Find your household size 
in the left-hand column.  Indicate, on the same line as your household size, your total household 
income as being either BELOW or ABOVE the income range listed for your household size. 
 

HOUSE-
HOLD 
SIZE 

HOUSEHOLD INCOME 
 

Grantee's County:_________________________________ 
 

BELOW 
RANGE 

ABOVE 
RANGE 

1 $   
2 $   
3 $   
4 $   
5 $   
6 $   
7 $   
8 $   

 
I understand that the information provided in this certification is subject to verification by  
 
____________________________________ and/or Commerce.      ______________________ 
  (Grantee)                (Date) 
 
 
__________________________________________________________________________________ 
(Employee’s Printed Name and Address) 
 
 
__________________________________________________________________________________ 
(Employee’s Signature) 
 
HUD also requests the recipient of HUD funds to provide the following optional information for each of 
the new employees hired. 
 
1. Date hired:  _______________ 
 
2. Average number of hours worked per week: ____________ 
 
3. Job title: ___________________________ 
 
4. Is the employee a single female who is the head of her household? YES  NO   (Circle one) 

 
5. Is the employee physically handicapped? YES  NO   (Circle one) 
 
6. Is the employee: ______White, not Hispanic   ______Black, not Hispanic 
 

______Hispanic    ______Asian or Pacific Islander 
 

______American Indian 
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ATTACHMENT 11-B:  SAMPLE DEVELOPMENT AGREEMENT 
 

This Agreement is entered into this 30th day of February, 3456, by and between the City of Yourville 
(hereinafter referred to as the "Grantee") and the Acme Company (hereinafter referred to as the 
"Business") for the purposes of the Community Development Block Grant Public Facilities for Economic 
Development (CDBG-PFED) award granted January 12, 3456 by the Wisconsin Department of 
Commerce (Commerce). 
 
1. During the term of this contract, the BUSINESS shall create and fill at least 20 full-time positions by 

December 31, 2345, and thereafter maintain each of those full-time positions until December 31, 
2345.  Of the 20 full-time positions created, at least 51 percent shall be made available to low- to 
moderate-income (LMI) persons.  Such employment constitutes the major inducement for 
Commerce to make this grant.  If Commerce, in its reasonable discretion, determines that the 
Business has failed to comply with its obligations above, then for each full-time position that the 
Business has failed to create, the Business shall pay the Grantee the following. 

 
• $500 for each new full-time position created less than 20; plus 

 
• $1,000 for each full-time position not made available to LMI persons. 

 
This penalty shall be payable by the Grantee to Commerce.  The Grantee's agreement with the 
Business may require reimbursement from the Business for any such penalty.  For purposes of this 
term sheet and future contracts, the term "full-time position" means "a regular full-time position 
where the employee is required, as a condition of employment, to work at least 40 hours per week 
and 2,080 hours per year, including holidays and paid vacations." 

 
2. The Business shall spend at least $2,000 to construct a new 25,000 square foot manufacturing 

facility in the City of Yourville and create at least 20 new full-time positions in the City. 
 
3. The Business shall prepare, keep, and maintain records that allow the Grantee to determine 

whether they are complying with the terms of the agreement.  Such records shall include, at a 
minimum, bills, invoices, and payroll records for each full-time employee employed.  The Grantee 
shall have reasonable access to all records relating to this agreement. 

 
4. Pursuant to sec.106.16, Stats., the Grantee shall ensure that the Business notifies the Department 

of Work Force Development, the local Job Service Office, and the Area Private Industry Council of 
any vacant full-time positions relating to the project.  The Business shall provide such notice at least 
two (2) weeks prior to advertising for such full-time positions. 

 
5. The Grantee shall provide for administration of the agreement with the Business after closeout of 

this agreement to ensure that the job creation requirements are complied with. 
 
6. The Grantee shall review the payroll records of the Business at a date of the award to establish the 

base level of employment and at the time the full-time positions are generated and until 
December 31, 2345 to determine the number of new full-time positions that have been maintained. 

 
 



 

11-6 

AUTHORITY TO SIGN DOCUMENT 
 
The person(s) signing this Agreement on behalf of the Grantee certifies and attests that the Grantee's 
respective Articles of Incorporation, By Laws, Charter, Corporate, or other Resolutions, and/or other 
related documents give full and complete authority to bind the Grantee, on whose behalf they are 
executing this document. 
 
IN WITNESS WHEREOF, the parties have hereunto set their hands and seals on the date and year 
first written above. 
 
 
ACME COMPANY 
 
By: ______________________________________ 
  John Smith, President 
 
Attest: ____________________________________ 
  Mary Jones, Vice President 
 
 
 
CITY OF YOURVILLE 
 
By: ______________________________________ 
  Richard Johnson, Mayor 
 
Attest: ____________________________________ 
  Jane Doe, Clerk/Treasurer 
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CHAPTER 12:  BLIGHT ELIMINATION AND BROWNFIELD REDEVELOPMENT PROGRAM (BEBR) 
 

COMMERCE BEBR SPECIALIST:  Jason Scott PHONE:  (608) 261-7714 
FAX:  (608) 266-8969  E-MAIL: Jason.Scott@Wisconsin.gov 

 
 

I. PROGRAM DESCRIPTION 
 

The Blight Elimination and Brownfield Redevelopment (BEBR) program is designed to assist 
communities with assessing or remediating the environmental contamination of an abandoned, 
idle, or underused industrial or commercial facility or site in a blighted area, or that qualifies as 
blighted. 

 
II. ADMINISTRATION 
 

Under the BEBR program, a municipality is always the grantee.  The grantee may perform the 
assessment and/or remediation itself, or "pass through" the funds to a local development 
organization or a private business that may utilize the funds for assessment and or remediation 
work.  Administration requirements vary based upon which of the two options is followed. 
 
• If a grantee received the grant funds, lets bids, and conducts the work itself, the standard 

CDBG-PF rules apply to the use, administration, and close-out. 
 

• If the grantee loans or grants the funds to a local development organization or a private 
business, the rules applying the CDBG-ED program apply to the use, administration, and 
close-out. 

 
Contact the BEBR Specialist with any questions that may arise. 
 
The specific requirements for the use, administration, and close-out of the grant will be specified 
by the contract between Commerce and the Grantee.  The right to pass through funds by the 
grantee to a third party must be specified in the contract.  The ability to pass through funds must 
be approved by the Commerce prior to any activity occurring. 

 
 
 




